
Initiation  
The Proj ect In itiation p rocess group i nvolv es gath ering a nd documenti ng initial  

informat ion f rom people w ho request  a proje ct.  The de live rable  is a 

docume nte d and appr ove d agr eement (e.g ., in a Project Charter) tha t  becom es 

the  basis for planning the  pr oje ct.  

Ref eren ced  T em p lat e:   Project C harter  

Key Concepts – Pr oject Initiati on 
Ent r y  Cr it eria:  The Project Initiation p rocess grou p be gins when a Sta te of N ebr aska  

or ganiz ation re quests a proje ct.  

Purpose:  The goal of Project Init iatio n is to d eterm ine w hether t o proceed wit h a proj ect . 

The de cision to pr ocee d is b ased on information gathe red and docume nte d 

during  t his p rocess . I nfor mation ag reed  upon is t he fo undation fo r t he Project 

Planni ng proc ess. 

Responsibilities:  Managem ent  i s responsibl e for ensu ri ng t he co mpletio n of this  proc ess group.  

Howev er, ma nagement ma y assign ot hers  to compl ete the p rocess st eps.   

Exit  Cr i t er ia:  Proj ect  Ini t iati on mov es in to  Pro ject Pla nni ng when th e requesting and  

perfor ming organiz ations provid e an a uth orizati on to p roceed . 

Steps – Pr oject Initi ation 
1.  Ask manage ment how t he p roje ct will  be author ized ( e.g., via Project  Chart er, wo rk ord er, or 

other m eans). 

2.  Determin e o r gather info rm ation that  th e requ esti ng an d perfo rming organizat ions need in o rder 

to decide  wh ether to p roceed.  Docum ent  this i nfor m ati on, as needed . 

3.  Obtain agreement  and writ ten a utho rizat ion to proceed f rom  the r equ est ing and pe rfor m ing 

organizat ions .     

Deli ver abl es – Pr oject Initiati on Process 
Depending on the type  of p roject,  manag ement fr om the  r eque sting  and perfor ming or ganiz ations 

may agree to  authorize via work o rder, a Project Ch ar te r, an  Advanc ed Planni ng Do cume nt (A PD), a 

Grant Autho rization Request, or  oth er me ans.  If a Project C hart er is needed, y ou c an us e th e 

informa t ion b elow to he lp y ou th rough t he proc ess; ot herwi se, work with manag ement  to mak e 

necessary infor m ation availa ble  to suppor t  a de cision to pr ocee d.   

Project Cha r ter The Proj ect Chart er i s a hig h- level, ma nageme nt agr eem ent  and authorization 

to perf orm wo rk. Th e req uesting  or  performing organi zation can ask t hat a 

Proj ect  Charter be c reated . This  docum ent  is a reco rd o f th e ini t ial 

understanding  of the project ;  once  appr ove d, it is not update d.  

W h o i s re sp onsi b le? Manageme nt is responsible fo r c ompleting t he Pro ject 

Chart er;  ho wever,  th e d ocume nt its elf  may be  w ritten by anyone  with the  

require d know ledge  and skill (ofte n a te am  effo rt i nvol ving  th e r equesting  and 

perfor m ing orga nizat ions) .  
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Wh en  is  t h is  st art ed?   Begin work  on t he Proj ect C harter after t he project has  

been  id entifi ed.  T he d ocument  is co mpleted b efore m oving ahead with th e 

Planning pr ocess group.   

Wher e do  I  b egin ?  In struc t ions fo r com pleting t his deliverable a re in th e 

Project C hart er te m plate.  
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Planning 
You de fine  and cr eate  the plan for the  project in t his p rocess gro up. A well-

constr uct ed p roje ct manag eme nt plan contains eno ugh  detail to successf ully 

guid e the Pro ject Manag er/ Lead and  th e Project Memb ers thr ough the pr oject.   

The plan i s documented in s everal d eliv erables. 

Ref eren ced  Gu ides:   Risk M anage men t  Planning | Proj ect  Change Mana gem ent  
Planning | Building a Work Br eakdown Str ucture | Es tima ting 

Ref eren ced  T emplat es:   Sc ope Sta tement  | R isk Register –  Basic A naly sis | Risk 
Register –  De ta iled Analysis | P roject  Change Requ est  |  Task Time Estim at ing  |  
Comm un ica t ion Pla n Che cklist | Pr oject S tatus R eport  

Key Concepts – Pr oject Plannin g  
Ent r y  Cr it eria:  Proj ect  Planni ng  begins w hen t he p roj ect  has b een ap proved . 

Purpose:  In Proj ect Pla nning you det ermi ne and document details,  plans,  and pr ocesses 

relat ed to such facto rs as scope, s chedu le, resou rces, communi catio n, and risk .  

The goal is to develop a stru cture wit hin which to  suc cessfully execut e and 

control  th e p roject .   

Responsibilities:  The Proj ect Manag er/ Lead is r esponsib le for  comple ting this pr ocess gr oup,  

working c losel y with s taff f rom th e re questing and per for ming or ganiz ations.  

Exit  Cr i t er ia:  Proj ect  Planni ng concl udes when  th e delive rable s ha ve be en comple te d and 

appr ove d. 

Step s – Pr oject Pla n ning  
1.  Define  and document the  p roje ct scope.  

2.  Id enti fy p roj ect ris ks and  agree on t he r esponse t o tho se risks .   

3.  Define a plan for pro ject  ch ange con t rol .   

4.  Break th e work down  in to me asur able  compon ents , id entify resources (or ro les), a nd develop a 

detaile d p roject sche dule . 

5.  Dete rmin e t he comm unica t ion p lan fo r t he p roj ect . 

Deli ver abl es – Pr oject Plannin g   
Scope 

Statement 

The Scop e St atem ent i s us ed to d efine and ag ree on the wo rk t hat i s and  is 

not inc lud ed in th e p roj ect . The p urp ose i s to b e sur e every one assoc iated  

with th e p roje ct und ers tand s and  ag rees on th e p roj ect  paramet ers. The 

scop e of wo rk  ( and  the refor e th e Scope S tatem ent)  is  li kely to  be ad justed  

thr oughout the  pr oje ct.   Manage  cha nges to scope by following the  Scope  

Change  Control pr ocesses you de fine  in the  Scope  Sta tem ent.  

W h o i s re sp onsi b le? The Proje ct Ma nager/ Lead is responsible for co mpleting 

the Scope S tatem ent , worki ng closely wit h appropriat e business and tech nical 

team sta ff f rom  th e requ est ing and per forming or ganiz ations.  

Wh en  is  t h is  st art ed?   Begin work  on t he Scop e Stat em ent  afte r ob taining  

approval to m ove ahead with the Pr oject Planni ng proc ess group.   

08/ 04/ 2006  IT Se rvic es Project  Manag ement  Proce ss Guide  Page 4 



Wher e do  I  b egin ?  Inst ruc t ions fo r com pleting t his deliverable a re in th e 

Scop e Stat em ent temp lat e.   

Risk 

Mana g em ent  

Plan 

The Risk Managemen t  Plan  describes how risks  will b e identi fied and  

managed th roughout a p roj ect.   Compl eti on of t his de liverabl e in clud es 

providing a m echan ism to  identify  and assess risk  (e.g ., a Ri sk R egist er). 

W h o i s re sp onsi b le? The Proje ct Ma nager/ Lead is responsible for co mpleting 

the Risk  Mana gement Plan and leading the p rocess to i dentify  and  docume nt 

known risks  in th e Risk Re gister . Th e Pr oject Manag er/ Lead  is also 

respon sible fo r tra cking and  updating th e Risk Regis ter throug hout the 

pr oje ct.  

Wh en  is  t h is  st art ed?  The Risk Manag ement  Plan an d Risk Register ar e 

start ed ea rly i n a p roj ect .  The Risk Register i s r evi sited  throug hout t he p roj ect .      

Wher e do  I  b egin ? If your area already has a ri sk ma nagement pro cess in 

place, co mpletion of t his d eliverable would involv e com m unicati ng th at your  

establish ed process w ill be f ollowed and then coordi nati ng the compl etion of 

the Risk  Register  for this  p roject .  However, if your  ar ea does not  ha ve an 

establishe d r isk management pr ocess or  i f your  es tablis hed proc ess is  not 

appropriate f or th e sp ecific  projec t be ing planne d, re fer to the  Risk 

Managem ent  Planni ng guid e and t he Risk  Regis ter - Ba sic Analy sis o r Risk 

Regist er - Det ailed Analy sis for h elp  in  completing t his deliverable. 

Change 

Mana g em ent  

Plan 

The Change Manage ment P lan descr ibes how re que sted change s will be  

managed th roughout a p roj ect.   Compl eti on of t his de liverabl e in clud es 

providing a m echan ism to  request cha nges to a  proj ect (e.g., a Proj ect 

Change  Reque st).    

W h o i s re sp onsi b le? The Proje ct Ma nager/ Lead is responsible for co mpleting 

the  Change Manage ment P lan.  The Projec t Manag er/L ead is also responsible 

for ensu ri ng t hat thi s plan i s follow ed th roughout t he proje ct. 

Wh en  is  t h is  st art ed?  The Change  Management Plan is de te rm ined early i n a 

pr oje ct.    

Wher e do  I  b egin ? If your area already has a change manage me nt pr ocess in 

place, co mpletion of t his d eliverable co uld be as simpl e as co mmun icating that  

your establis hed proc ess wi ll be us ed.  Ho weve r,  if yo ur  area do es no t have  an 

establishe d change  manag eme nt pr ocess, or if you r est ablished pro cess i s not 

appropriate f or th e sp ecific  projec t b eing planned,  you can r efer to t he Project 

Change Mana geme nt P lanni ng guide fo r h elp in complet ing this d eliv erable.  I n 

addition,  the  sample  Proje ct Change Requ est  template could be help ful, too.  

Work 

Breakdown  

Stru cture  

(WBS) 

The W BS ( som etim es calle d a W ork P lan)  documen ts t he wo rk t hat must b e 

done to compl ete a proj ect .  It is th e basis  for d etermi ning cost, sch edule, 

and wor k assignme nts.   This docume nt  i s an importa nt component of  the 

pr oje ct mana gement plan; once  comple te d,  it  becom es a tool fo r t racking and 

reporting your pr ogr ess.  
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W h o i s re sp onsi b le? The Proje ct Ma nager/ Lead is responsible for co mpleting 

the W BS with help  f rom t he team and  outside r esourc es, as n eeded. The 

Proj ect  Manag er/ Lead is als o re sponsib le for ensu ri ng  t hat thi s tool i s used  and 

updated th rou ghout th e pro ject. 

Wh en  is  t h is  st art ed?  Deve lopment of the  WBS can b egin afte r the  scope  of 

the p roject ha s been establi shed (e.g., th rough t he Sco pe Stat ement ) .     

Wher e do  I  b egin ?  Refer to th e Bu ildin g a Wor k Breakdown  Stru cture  gu ide 

for h elp in  completing t his deliverable.  I n addition, th e Task Tim e Estimating 

templat e coul d be a h elpful  companion to  that guid e. 

Communication 

Plan 

The Comm uni cation Plan d efines  th e com m unicatio n n eeds and expectations 

for yo ur p roject.  In a nuts hell, this  docu ment  desc ribes who n eeds what 

informa t ion , when , ho w, f rom whom , an d in what form.  I t  also id entifi es 

where p roj ect  information will be s tored.  Fo r example, thi s is w here you 

would de cide what types of pr oje ct re port s are  n eeded, who is responsib le for 

creat ing  th em , wh ere t hey  r eside, and  w ho re ceiv es cop ies of  th em,  h ow, and  

when. 

The Comm uni cation Plan is  an importa nt component of  the proj ect 

manage me nt plan.   Once  comple te d, it b ecome s a  guid e for  you and your  

projec t t eam.  It also b ecom es an agreem ent that helps  you to mana ge 

stake holde r expe ctations.  

W h o i s re sp onsi b le? The Proje ct Ma nager/ Lead is responsible for co mpleting 

the Co mmu nication Plan, w ith h elp f rom the team a nd outside resou rces, as 

needed. Th e Proje ct Manag er/ Lead  is also resp onsib le fo r ensuring  that  th e 

Communi catio n Plan is fo llo wed th rougho ut th e co urs e of th e proj ect . 

Wh en  is  t h is  st art ed?  You should have enough  info rmation to b egin 

developing th e Comm unica tion P lan aft er th e scope of th e p roject h as be en 

estab lish ed ( e.g ., thro ug h t he Scope Sta teme nt) . 

Wher e do  I  b egin ?  Wor k with your  proje ct te am a nd other  stake holde rs to 

decide how m uch and w hat type of comm unicatio n is needed to supp ort th e 

success of  yo ur p roject.  The scope of  th e p roj ect , yo ur r elatio nship  with you r 

custom er, t he type and nu mber o f ri sks you’ve ident ified, how  long your team 

has work ed to gether, th e m aturity  level  o f your dev elop m ent  proc esses, a nd 

other facto rs may infl uence these d ecisio ns.   

Differen t proj ects w ill hav e differen t com m unicatio n n eeds.  And you r 

communi catio n plan may b e formal o r informal, d epending on th e needs of th e 

projec t and  th e p roj ect  tea m .  W hat  is i m portant i s th at ev eryo ne involved  

know what  pr oject info rmat ion th ey a re expect ed to co mmunica te (a nd how, 

when…)  and what info rmat ion th ey ca n e xpect to receive.   The Proj ect 

Communi catio n Plan Checkli st and sampl e Pro ject Stat us Report t emp late 

might h elp as you compl ete this deliv erable . You can  modify the se docu men ts 

to me et t he n eed s o f you r projec t. 
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Execution 
The Proj ect Execu t ion p rocess g roup  is  w here the  n ecessary wo rk  is  perfo rmed  

to accomplish  the proj ect o bjectiv es a s defin ed dur ing Proj ect  Planni ng. As  th e 

Proj ect  Manag er/L ead, yo ur activiti es du ri ng this  tim e p r imari ly i nvolv e 

coordinati ng a nd int egrati ng activiti es a nd resources .  

Key Concepts – Pr oject Executi on  
Ent r y  Cr it eria:  Proj ect  Execut ion begins  aft er th e Proj ect Planni ng proc ess gr oup is complet e 

and the proj ect team  is rea dy to start th e work re quire d to de ve lop the  p roject 

deliverables. 

Purpose:  The g oal of Project Executi on is to execu te th e p roject manag ement plan using  

pr oble m solving,  ne gotiating,  conflict ma nageme nt,  coordination , i ntegration , 

and other gen eral management  skills  th at will h elp t he proj ect  tea m  

accomp lish t he wor k defined for th e p roj ect.   

Responsibilities:  The Proj ect Manag er/ Lead is r esponsib le for  coor dinating and inte grating the  

activitie s be ing pe rfor me d b y the  pr oje ct team to me et t he p roject ob jectiv es.  

This  person al so en sures th at these a ctivi ties a re done within th e gui delin es 

that hav e been defi ned fo r t his pr oje ct (e .g. , cha nge manage ment, 

communi catio n).   

Exit  Cr i t er ia:  Proj ect  Execut ion is co mp let e wh en th e p roject team  ha s comp let ed a ll of th e 

projec t d eliv erables a nd ha s met  all of th e mil esto nes identifi ed in  th e W BS fo r 

the p roject.    

Steps – Pr oject Exec ution  
Proj ect  Execut ion is o ne o f t he l ess lin ear process g roup s, f rom a p roject ma nag ement p ersp ectiv e.  

In Proj ect Execution , th e “s teps” are mo re apt to be “act ivities,” w hich  will ov erlap a nd could 

happe n in an y or der .  I n ou r e nvir onmen t, th ese activiti es will  typicall y incl ude t he following: 

1.  Trac k th e pro gress of th e p roject t eam i n completi ng t he tas ks defin ed in t he WBS . 

2.  Collect  and co mmunica te p roject status  as defin ed in  th e Comm unica tion Plan esta blished i n th e 

Project  Planni ng process group. 

3.  Follow c hange managem ent  guidelin es as  defin ed in the P roje ct P lanning pr ocess group.    

4.  Watch fo r and  address addit ional ri sks t hat  may aff ect the pro ject ma nagement pla n.  

5.  Update th e W BS as tasks a re compl eted.  Also , adju st estimates and i ncorpora te ap proved 

chang es, as needed. 

As a Proj ect Manager/L ead, you will al so want to rema in open to oth er ac tiviti es th at might be 

requi red of yo u duri ng this  t ime.  It  is i n t his pr ocess group that your  gene ral ma nageme nt ski lls 

may be  exercised the  most.  Be cause  we  can  give you  no one  “correct, ” lin ear  path  thr ough th is 

pr ocess,  it might be  he lpful to re fer to the  PMBOK®  Gu ide 1 for som e additional th oughts. The 

                                               

1A Guid e to t he Projec t Manag em ent  Body of Knowledge (PMBOK® Guide) , Th ir d Ed it ion (N ewto n Squa re, 

Penns ylvania:  Proje ct  Manag eme nt  Inst it ute , 2004) , Page 91.  
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inclusi on of th e followi ng lis t from  th e PMBOK® Gu ide is int ended o nly to give you a better id ea of 

what types of activiti es mig ht be expected of a Proje ct Manage r/Lead  during Pro ject Executio n.  

These activi ti es may or ma y not apply to  your p roj ect:  

“ 
 Perform activ ities t o accom plish proj ect o bjectiv es. 

 Expend effo rt and spend f unds to accompl ish th e p rojec t objecti ves. 

 Staff,  tr ain,  and manage  the  pr oje ct te am  me mb ers assigne d to the pr oject.  

 Obtain quotations,  bids,  offer s, or proposa ls as appropri ate. 

 Select s ellers  by choosing from among po tential  sellers . 

 Obtain, mana ge, and use resou rces inclu ding mater ials,  tools,  equipme nt,  and 

faciliti es. 

 Imple ment the  planne d methods and sta ndar ds.  

 Creat e, cont ro l, v erif y, a nd validate pro ject deliv erabl es. 

 Manage risk s and implem ent risk  respons e activ ities. 

 Manage sellers [in  our  en viron m ent,  th is could incl ude managing con t ractual  

obligations wi th our v endors, as require d by a pr oje ct]. 

 Adapt approved chang es i nto th e proj ect’s scope,  plans,  and envir onme nt.  

 Establish a nd manage  pr oject communica tion cha nnels, both ex ternal  and 

internal to th e project t eam. 

 Colle ct pr oje ct data and re por t  cost,  schedule, tec hni cal and quality p rogress, 

and status inf ormation  to fa cilitate foreca sting. 

 Collect  and do cument l essons lea rned,  and imple ment appr ove d pr ocess 

improvement activiti es. 

 
 
 
 
 
 
”

Deli ver abl es – Pr oject Executi on  

Updated Wo rk 

Breakdown  

Stru cture  

(WBS) 

The WBS was creat ed in  th e Pro ject Pla nni ng proce ss gr oup.  Through out 

Proj ect  Execut ion, t he WBS i s th e p r ima ry tool us ed wh en trac king  an d 

rep ort ing  p rogress .  For thi s r eason , it i s imp ortant tha t  th e W BS r em ain up -

to-date th rou ghout th e du ration of t he project .   

W h o i s re sp onsi b le? The Project M anager / Lead is re sponsible  for  updating the 

WBS as tasks are co mplet ed, adde d,  and adjuste d. 

Wh en  is  t h is  st art ed?  It’s possible tha t  WBS updates will begin a s soon as th e 

initial WBS i s complet e.     

Wher e do  I  b egin ?  Follow the same g uidelin es fo r updating th e WBS  that yo u 

followed to  create it. 
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Project Repo rts When you d eveloped yo ur C ommunica tion s Plan  duri ng the Project P lanning 

proces s group , you d etermi ned how  info rmation about the p roject w ould be 

repor ted.   Thr oughout Pro ject Execu t ion,  thes e rep orts ( e.g .,  progress, 

status, statis ti cal) are creat ed and distr ibute d as spe cifie d in your 

Communi catio n Plan.   

W h o i s re sp onsi b le? The Project M anager / Lead ensures th at project r eports 

ar e cre ate d a nd distr ibute d thr oughout  t he project as d escrib ed in t he 

Communi catio n Plan.  In ad dition, t he Pro ject Manag er/ Lead and oth er 

me mber s of th e pr oject te am ar e re spon sible  for  w riting and submitting the se 

rep orts. 

Wh en  is  t h is  st art ed?  The timing  of the se report s is sp ecifi ed in th e 

Communi catio n Plan.     

Wher e do  I  b egin ?  Your C ommunica tion  Plan p rovide s details o n yo ur pro ject 

status and o ther report s.  These report s includ e in formation wit hin the scope o f 

your responsi bilities a nd to the l evel of  detail n eeded by  your int ended 

aud ience.  Fo r examp le, yo ur r eport  to ma nageme nt m ight incl ude:  

 Overall s chedule s tatus  (e.g., ah ead, on , or be hind sc hedule) .  Bas eline 

versus actual dates and ho ur s migh t also be incl uded.  

 Wor k that wa s comple te d d uring the re por t ing per iod.  

 Work that  wa s sch edul ed fo r compl etion  but was not  complet ed.   

 Recomme ndat ions fo r addre ssing tasks  th at are  behi nd schedu le, as 

appr opr iate.   

 Issu es.   

 Activiti es s cheduled fo r th e next re por t ing pe r iod.    
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Monitoring and Control 
Proj ect  Monito ring and Co nt rol is p erform ed th rougho ut  all oth er p roj ect 

process gro ups ( i.e ., Init iati on, Planni ng, Exec ution , and Closur e) .  Activiti es 

includ e coll ect ing, m easu ring, and dist ributing p erfo rmance i nformat ion, and 

assessi ng m easurements a nd trends to  effect  proc ess i mprovemen ts .  

Key Conce p ts – Pr oje ct Monit o ri ng and Control  
Ent r y  Cr it eria:  Proj ect  Monito ring and Co nt rol begin s wi th th e Proj ect I nitia tion proc ess group. 

Purpose:  The goal of this pr ocess g roup is to give  the  pr oject ma nage ment te am  

contin ual in sight into the h ealth o f th e project a nd to i dentify  any a reas tha t  

might re quir e special atte ntion.   

Responsibilities:  The Proj ect Manag er/ Lead is r esponsib le for th e ac tiviti es asso ciated  with th is 

pr ocess gr oup .   

Exit  Cr i t er ia:  Proj ect  Monito ring and Co nt rol is complet e wh en al l pro ject tasks a nd 

deliverables are complet e.  

Steps – Pr oject Moni torin g  and Cont rol 
Proj ect  Monito ring and Co nt rol u nder lie s t he ot her pro ject manage me nt proc ess g roups—its 

activiti es occ ur th rougho ut t he li fe o f th e projec t.  The “steps” i n thi s process gro up are mo re lik e 

“activiti es,” which wi ll ov erl ap and could happen in  an y or der .  I n ou r e nvir onmen t, th ese may 

includ e th e fol lowing :  

1.  Compare actual projec t p erf ormanc e wit h the W BS and  reco mme nd  corr ectiv e act ion, as 

needed.   

2.  Trac k and mo nitor p roj ect risks, updating risk info rmati on and  r ecom m end ing  p reventiv e ac tion , 

as ne eded. 

3.  Main tain  an d pr ovide  in formation  to suppor t statu s repor tin g, p rogre ss me asureme nt,  an d 

forecasting .   

4.  Develop a nd provide fo reca sts rela ted to reso urc e allo cation/availability, s ched ule varianc es, 

and budge t var iance s.  

5.  Monito r t he im plem entatio n of ap proved chang es. 

Deli ver abl es – Pr oject Monit o ri ng and Control  
No new d eliv erables a re req uired in t his p rocess gr oup.  However, a s a res ult o f th e activiti es 

associated  wi th th e mon itori ng  and  cont ro l of you r p rojects, yo u ar e l ikely to  up date or  p rovid e 

informa t ion t hat will res ult i n th e update of deliv erabl es from  oth er p rocess gro ups (e.g., I nitiati on, 

Planni ng, Execution).    For example , t racking and mo nitoring of  ris ks may resu lt in  the update o f the 

Risk Register that was c reat ed in t he Proj ect Planning p rocess gr oup.   Also,  the  de ve lopment of 

forecasts wo uld be a type of  Pro ject R eport  ( describ ed in Proj ect Execution) . 
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Closure 
The Proj ect Closur e p rocess group  in volv es finali zing al l projec t activ iti es as 

needed to fo rmally clos e an d transf er  a project.  This p rocess gro up i ncludes 

administrat ive procedu res, contract  cl osu re and fo rmal custom er a nd sponsor 

acceptance procedures, and  or gani zationa l proced ures.  

Key Concepts – Pr oject Closu r e  
Ent r y  Cr it eria:  Proj ect  Closu re b egins wh en th e p roj ect te am  h as compl eted th e w ork re qu ir ed 

to de ve lop the  pr oje ct de live rable s.   Proj ect Closur e also be gins w hen a pr oje ct 

is canc ell ed in one o f the ot her proc ess g roups. 

Purpose:  The goal of t his proc ess g roup is to v erify  custom er acc eptanc e, to  su ccessfully  

transi tion t he projec t to it s next  stag e ( e.g., produc tion, operation), and to 

capture and share info rmation that coul d be h elpful to  f uture p rojects .  

Responsibilities:  The Proj ect Manag er/ Lead is r esponsib le for th e comp letion of th e Project 

Closure  pr ocess gr oup.   

Exit  Cr i t er ia:  Proj ect  Closu re is complet e when  all proj ect activit ies and deliv erabl es have 

been  finali zed.  

Step s – Pr oject Cl os ure  
Proj ect  Closu re invo lves s everal catego ries of activ ities: Administ rativ e, Co ntra ctual , and 

Organiz ationa l.   D epending on the  size  and natur e of  y our p roject, some o r all of  t hese may ap ply.   

1.  Adminis t rative :  Notify m anagement w hen proj ect t eam staff have complet ed th eir tasks a nd 

can b e reas signed or released.  Transf er  the  p roj ect to  p roduction , o peration s, o r both.   

2.  Contractual :  For m ally clo se all co ntra cts / agreem ent s betwe en th e r equesting  and  perfo rmi ng  

organizat ions . Obtain fo rma l acceptan ce, i nclud ing receipt of a formal statem ent/sig n-off that 

the terms o f t he co ntra ct/agreement ha ve been met .   

3.  Orga ni zat ion al :  Organize  a re positor y for  pr oject docu mentatio n, including form al acceptance 

documen ts, project fil es ( e.g., Proj ect Charter, Scop e Statem ent , r isk reg ister, com m unicatio n 

plan),  l essons l earn ed, and other historical information.  

Deli ver abl es – Pr oject Closu r e  

Lessons 

Lear ned 

The l esson s learned d eliv era ble invo lve s gather ing,  documenting, and 

publishing information  on h ow well th e project was ini t iated, plan ned , 

exe cut ed, and  contr olled .   

W h o i s re sp onsi b le? The Proje ct Manag er/ Lead  is r esponsib le for th e 

completio n of this deliverabl e. 

Wh en  is  t h is  st art ed?  This d eliv erab le is  start ed during the Project Closur e 

pr ocess gr oup .     

Wher e do  I  b egin ?  Le ssons le arned may be  gathe red in a mee t ing,  fr om a 

que stionnair e, or  both.   The goal is to  obt ain candid, ob jecti ve i nform ation on 

what went w ell (i.e., what d o we want to  repeat) and w hat did not go we ll (i. e., 
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what do we w ant to fi x and how).  The results a re docume nte d and made  

available  to the  pr oje ct te am  in a ce ntr al r epositor y.   A fe w sugge stions: 

 Involv e k ey p roject person nel , both bu siness  and t echnical. 

 Document l essons as t hey occur. 

 Keep  t he p rocess ob jectiv e. Avoid  fixi ng  b lame. 

 Avoid pe rsona l r efer ence s w hen docume nting fee dback. 

 Place at least as much emp hasis on wh at went righ t as on what could have 

been  imp roved. 

 Don’t stop at “what”…ask al so for recom m endatio ns on how to  improve o r 

enha nce . 

 Publish  th e results . 

Possibl e fo rm at for a Lessons Learn ed s ession:   

 What went r ight? 

 What could b e impr ove d up on? 

 Recomme ndat ions fo r th e f utur e. 

 Most s ignifica nt impressi on. 

 Quick re view of po sit ives. 
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Glossary 
Met h odol og y    A met hodology, or knowl edge base, is a set of  proc esses and 

instructio ns fo r effici entl y an d systema t ica lly achi eving a  specifi c goal.  

A project ma nagement m ethodology pr ovide s the  project manager  or 

analyst with a  standard set of de velopment proc esses necessary to 

plan and com plete p roj ects that ca n b e im plem ent ed f or any State  o f 

Nebraska ag ency.  

Process  Gro u p The ov erall  p roject manag ement  p rocess has b een b roken o ut in to fiv e 

logical proc ess groupings:  Initiatio n, Pla nning,  Execu t ion, Monito rin g 

and Contro l, a nd Closu re.  U nlike th e st ruc tur e of a p hased ap proach,  

many activ ities across  th ese groups will  occur simu ltan eously .   

Project   A tempo rary effort made up  of a relat ed s et of tasks p erformed to 

achiev e a uni que p roduct o r ob je ctiv e.  A p roje ct is te mp orary b ecause 

it has a d efinite  be ginning a nd a de finite end.   A pr oje ct is unique 

becaus e it has  charac teristic s that dist ingu ish it from  si milar prod uct s 

or objectiv es. Project s may i nvolv e a singl e person ( resourc e) or 

hundreds of  people.  Proj ects may va ry i n size f rom less than  100 

reso urce hours to mo re th an 100,000 resour ce ho urs.  

Project Man agement    The pr ocess of applying skills an d working with pr oje ct tools to plan, 

control ,  and manage reso urces on as sign ed tasks that will meet o r 

exc eed  p roject stake hold er ob jectiv es.  

Project Man agement 

Plan 

A docume nt o r seri es of  doc ume nts u sed f or planni ng as sumptions  an d 

decision s.  A f ull proj ect  ma nagement pla n may i nclud e such items a s 

the W ork B reakd own Str uctur e, Scop e S tatem ent , Com m unicatio ns 

Plan, and Risk  Management Plan.   

Stakeholde r A perso n or organization  tha t  is activ ely  in volved i n a project o r w hose 

interests may  be affected by  ex ecutio n o r completio n of the p roject.  A 

stakeho lder m ay also e xert i nflu ence ov er  the p roje ct an d its 

deliverables.   

Work B r eak d own 

Stru cture  ( W BS) 

A document t hat desc ribes all of th e wo rk that m ust b e don e to 

com plete  a pro ject.   Com ponents o f th e WBS include tas ks, 

dependencie s, e stimate s,  dur ations,  sta rt/ end dates,  and r esour ces.   

The WBS is  th e basis fo r det ermi ning co st, sch edule, an d work 

assignments .  It is a n impo rtant component of t he p roject ma nagem ent 

plan.  Som etimes called a Work Plan.   
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